Official Diplomatic Residence of U.S. Embassy in Astana is seeking
a HOUSEKEEPER (HOUSE ADMINISTRATOR).
The incumbent will:
receive, manage and account for cash advances from employer for all household expenses;
maintain inventories of food and beverage stocks; clean all rooms, use various types of
equipment; conduct errands relating to representational events; keep records of expenses
related to representational functions; must account for all household cash in an Excel
spreadsheet or other written format; shop in local markets for food, flowers and other items as
directed by the chef using the employer’s personal vehicle; supervise the two other staff
members; assist in preparing food and drinks, planning meals for the household, guests, and
official functions; answer the telephone, in Russian or English as appropriate; and perform
other duties.

The ideal candidates should speak and read some English, must possess some housekeeping
experience; basic computer skills are required; good interpersonal and organizational skills are
a must. Driver’s License and driving experience are preferable. Interested candidates should
send a resume highlighting previous experience and language skills to:

Aigul Kurasheva: KurashevaA@state.gov, telephone: +7 7172 70 21 14, fax +7 7172 702287.
All candidates must pass medical and security checks prior to employment.

B OunnomaTtnyeckyro PeangeHuuto MoconbcrBa CLUA B r. ActaHa TpebyeTtcs
AOMUHUCTPATOP.
PaboTHuK 6yaeT BbINONMHATL cneayowme PyHKLUN:
nonyyaTb, pacnopsXkaTbCA U BECTU yYeT BCEX HANMUYHbIX CPEACTB, NONYYEHHbIX OT
paboTtogartens Ha pacxofpl, CBs3aHHbIe C BeAEeHWEM X0391NCTBa; BeCTu B Pe3naeHumm yyet
3anacoB NPOAYKTOB NUTAHUS U HAMUTKOB; YOMpaTb KOMHaTbI, UCMOSb3YSA pa3fnyHbie
TEXHUYECKMe CpencTBa; OTYNTLIBATLCS 3a BblAaHHbIE HaNM4YHbIe CPeAcTBa OS5 NOKYNKN eabl
npegMeToB AoMallHero obmnxona; BeCTM y4eT 3anucein pacxofaoB, CBSA3aHHbIX C NpuemamMu u
006LWeCTBEHHLIMN MEPONPUATUAMN, N NPEeOOCTABNAET 3TW 3anNnCU B KaHLENAPUIO ANs
BO3MeLLeHnsa pacxodos (B Excel unu gpyrom doopmate); genatb 3aKynkv efbl, LBETOB U APYrnx
npegmMmeToB 06Mxo4a B MarasmHax M Ha pbliHKax Mo ykasaHuio wed nosapa, UCNonb3ys
aBTOTpaHcnopT paboTogaTtens; pykoBoAUTb ABYMS paboTHMKamMu pe3vaeHumm, nomoratb B
paboTe No NPUroTOBMNEHUIO NULLM U HAMWUTKOB, B COCTaBneHuu MeHto ansa Pabotogatens, ero
ceMbM, rocTen 1 Ang ouumnanbHbIX NPUEMOB;, OTBEYaTb Ha TeNedOHHbIE 3BOHKN Ha PYCCKOM
UM aHrMNACKOM A3blkax, BeINonHATE Apyrne ob6a3aHHOCT.

TpeboBaHuna k KaHAMAATaM: Pa3roBOPHbIV aHIIIMNCKNA (YMEHMe roBOpUTb U YnTathb), 6asoBoe
3HaHWe KOMMbOTEPA; OMNbIT PaboTbl B KAYECTBE MOPHUYHON; YyMEHNE NaanTb C NOABMU U
XopoLune opraHn3aTopckue cnocobHocTn — obssaTtensHoe ycrnosue. XKenarternbHO Hanvune

BOAUTENbCKUX NPaB 1 ONblTa BOXAEHMS.

Bce 3anHTepecoBaHHbIe NUUa MOTyT BbiCbINIaTh pe3tome (coaepxallee ceegeHnsi o6 onbite
paboTbl 1 A3bIkoBbIX HaBblkax) Anrynb Kypaweson: KurashevaA@state.qov; TenedoH: +7-
7172-702114, cakc: +7-7172- 702287. [lo TpyAoOyCTpoOMCTBa KaHAnAAT AormkeH yaet nponTu
Men.OCMOTpP U1 NPOBEpPKy B oTaene 6e30nacHoCTy.
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